
Pro-Tip: Creating PDF Links

Uploading and linking PDF resources is an important task on the Embassy websites. Follow
the following steps to ensure you link PDFs properly.

Upload your PDF to the Media Library the same way you would an image or other media.

1. Click the SELECT FILES button and use the desktop’s Open window to Locate and Select
files for upload.

2. Locate the files on the desktop and Select the files to upload. Drag them to the DROP

FILES HERE area of the interface.

1

U.S. DEPARTMENT of STATE | Global Public Affairs



Once uploaded, select the PDF you wish to link and copy the URL listed in the
Attachment Details.

Be sure to note the size of the PDF file.
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Select the text on your page or post where you want to link the PDF and click the Insert
Link button. Be sure to include the file size of the PDF in the following format: (PDF # KB)

3

U.S. DEPARTMENT of STATE | Global Public Affairs



If you’re sharing the link directly to someone outside of WordPress (e.g. via email, etc.)
remove the word “edit” from the PDF URL link in order to make the PDF viewable by a
public audience outside of WordPress.

Update your page/post and enjoy your fully functional PDF link

DON’T FORGET to activate the “Adobe Reader” sidebar option
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NOTE: This step is very important for accessibility because the “Adobe Reader” sidebar
allows anyone who does not have PDF reading software to download the free version of
Adobe Reader.
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